
Instructions - Tvoa or Print a separata form for each 
.new or revised record series, forward with Record 
Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 
Instructions - Tvoa or Print a separata form for each 

.new or revised record series, forward with Record 
Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE OF 

Jepartment/Agency 

DCA/Public Information 

2. Division 3. Unit 

-a 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 
BUDGET RECORDS 

5. Earliest Year/Latest Year 
1997 to 1999 

6. Record Series Description (Briefly describe the types of informatjonn/documents/forms found in the series. Include the purpose or function of the series. 

F i l e Folders containing: 

1 ) . Pre-determined budget f igures and re la ted correspondence 
2 ) . Budget submissions 
3 ) . Final budget 

7. Record Series Format(s) 

Xrj{ better Size • Microfilm 

• Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

] Audio Tape D Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

XX)0 Chronological 

• Geographical 

• Other (specify) 

9. Volume 

2 . 0 
Number 

JfcKXfile Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) ' 
• Other (specify) 

10. Annual Accumulation 
• File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number • Other (specify) 

11. File is Used 
• Daily • Weekly X^Xwonthly 

12. File Becomes Inactive After 
• Month(s) 

Number 
• Year(s) 

13. Current Locatjon(s) (Bldg., Floor, Room) 

Carrol l Bui ld ing, 1st f loor 

14. Is Record Series Duplicated Elsewhere? 
(Ifyes, specify agency or office) Budget Of f ice & 

XKJX Yes • No Dept. of Finance 

15. Access Restrictions • Yes )£X)kJo 
(If Yes. cite Law(s) & Regulation(s) 

16. Audit Requirements 

None • State • Federal • Independent 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

• Yes No 

18. Recommended Retention 

2 years then destroy 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech. I l l 

iS 5o0-4 (Hev. 1/93) 

gure 1 

20. Telephone Number 

410-313-2022 

21. Date 

March 8 , 1999 

25 -



Instructions - Tvoe or Print a separata form for each 
.new or revised record series, forward with Record 
Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY : j 
Instructions - Tvoe or Print a separata form for each 

.new or revised record series, forward with Record 
Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

' j 
PAGE OF j 

Jepartment/Agency 

DCA/Public Information 

2. Division 3. Unit 

DEFINITION • RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series TitJe 
NEWS CLIP FILES 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series. 

F i l e Folders containing newspaper a r t i c l e s per ta in ing to 
Howard County 

7. Record Series Format(s) 

• Letter Size • Microfilm 

XX& Legal Size 

• Bound Book 

3 Audio Tape 

• Other (specify) 

• Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

XXj( Other (specify) 

Subject 

9. Volume 

- 2 ^ U 
Number 

• R e Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Other (specify) 

Cabinet 

10. Annual Accumulation 
• Rle Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number • Other (specify) 

11. Rle is Used 
X&X Daily • Weekly • Monthly 

12. File Becomes Inactive After 
• Month(s) 

Number 
• Year(s) 

13. Current Location(s) (Bldg., Roor, Room) 

Carrol l Bui ld ing , 1st f loor 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or office) 
• Yes X2X No 

15. Access Restrictions • Yes XXX No 
(If Yes, cite Law(s) & RegulatJon(s) 

16. Audit Requirements 

None • State • Federal • Independent 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

• Yes XJ£XNO 

18. Recommended Retention 

2 years then t ransfer to CD's 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech. I l l 

20. Telephone Number 

410-313-2022 
21. Date 

March 8 , 1999 

550-4 (Rev. 1/93) 

dure 1 
- 25 -



instructions • Tvoe or Print a separata form for each 
t new or revised record series, forward with Record 

Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY & 
instructions • Tvoe or Print a separata form for each 

t new or revised record series, forward with Record 
Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 PAGE OF 

Jepartment/Agency 

DCA/Public Information 

2. Division 3. Unit 

DEFINITION • RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 
FINANCES 

5. Earliest Year/Latest Year 
FYQ7 to FYQQ 

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series. 

Binders containing records of purchases and payments 

7. Record Series Formatfs) 

XQSXetter Size • Microfilm 

• Legal Size 

• Bound Book 

3 Audio Tape 

• Other (specify) 

• Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

IfcXX Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

? . f ) 
Number 

• Rle Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
XXB Other (specify) 

Cahinpt 
10. Annual Accumulation 

O Rle Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number • Other (specify) 

11. File is Used 
XulXDaily • Weekly • Monthly 

12. File Becomes Inactive After 
• Month(s) 

Number 
• Year(s) 

13. Current Location(s) (Bldg., Roor. Room) 

Carrol l Bu i ld ing , 1st Floor 

14. Is Record Series Duplicated Elsewhere? 
^ f ^ e s , specify agency or office) 

Yes • NO Dept. of Finance 

15. Access Restrictions • Yes XtOXNo 
(If Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

None • State • Federal • Independent 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

• Yes XX$ No 

18. Recommended Retention 

2 years then destroy 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech. I l l 

20. Telephone Number 

410-313-2022 

21. Date 

March 8 , 1999 

25 -

iS 550-4 (Hev. 1/93) 
gure 1 



Instructions - Typo or Print a separate form for each 
,new or revised record series, forward with Record 
Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

Jepartment/Agency 

DCA/Public Information 
2. Division 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 
PERSONNEL FILES 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the types of informatjonn/documents/forms found in the series. Include the purpose or function of the series. 

F i l e Folders containing: 
Public Information Off ice copies of indiv idual personnel f i l e s 

and time and attendance reports 

7. Record Series Format(s) 

• Letter Size • Microfilm 

X j^Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

1 Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

XttX Chronological 

• Geographical 

• Other (specify) 

9. Volume 
A Q A File Drawees) 

• Microfilm Reel(s) 
? . fl O Comouter TapefsJ 

Number • Other (specify) 

10. Annual Accumulation 
D File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tapefs) 
Number • Other (specify) 

11. File is Used 
X)ft( Daily • Weekly • Monthly 

12. File Becomes Inactive After 
• Month(s) • Yearfs) 

Number 

13. Current Location(s) (Bldg., Floor, Room) 

Carro l l Bu i ld ing , 1st Floor 

14. Is Record Series Duplicated Elsewhere? 
fif yes. specify agency or office) Indiv idual personnel 

A * * Yes • NO f i 1 e s _ H u m a n R e s o u r c e s 

15. Access Restrictions XXtf Yes • No 
(If Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

X $ x None • State • Federal • Independent 

17. Is an Index System Used? (If yes. explain briefly and describe 
any hadware/software 

O Yes XX$ No 

18. Recommended Retention 
Ind iv idual personnel f i l e s : 

Destroy 2years fol lowing terminat ion 
Or ig ina ls on f i l e with Human Resources 

Time and attendance reports: 
Retain 2 years then destroy 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech. I l l 

20 Telephone Number 

410-313-2022 

21. Date 

March 8 , 1999 
_ . . 

i 530-4 (Hev. 1/93) 

gure '1 
- 25 -



Instructions - Tvoe or Print a separata form for each 
new or revised record series, forward with Record 

' Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY * 
Instructions - Tvoe or Print a separata form for each 
new or revised record series, forward with Record 

' Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE OF 

Jepartment/Agency 

DCA/Public Information 

2. Division 3. Unit 

DEFINITION • RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 
PROCLAMATIONS 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the series. 

Binders containing County Executive Proclamations, Let ters of Commendation 
and C e r t i f i c a t e s of Appreciation 

7. Record Series Formats) 

Letter Size D Microfilm 

• Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

1 Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

X ^ X Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

1.0 
Number 

• Re Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
X)Q; Other (specify) 

F i l e Shelf 

10. Annual Accumulation 
• Rle Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number • Other (specify) 

11. Rle is Used 
• X X X Daily • Weekly • Monthly 

12. Rle Becomes Inactive After 
• MonUVs) 

Number 
• Year(s) 

13. Current Locations) (Bldg.. Roor, Room) 

Carro l l Bu i ld ing , 1st f l o o r 
14. is Record Series Duplicated Elsewhere? 

(If yes, specify agency or office) 
• Yes A & X No 

15. Access Restrictions • Yes XOXNo 
(If Yes. cite Law(s) & Regulation(s) 

16. Audit Requirements 

X X $ None • State • Federal • Independent 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

18. Recommended Retention 

X )tX Yes • No 

Numerical system with 
Log in and Log out dates 

4 years (durat ion of County Executive's 
te rm) . 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech. I l l 

20. Telephone Number 

410-313-2022 

21. Date 

March 8 , 1999 
-.5" (Hev. 1/93) 

- 25 -



Instructions - TVDO or Print a separata form for each 
new or revised record series, forward with Record 

* Retention Schedule (DGS 5 5 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 WATERLOO ROAD 
P.O. BOX 2 7 5 

JESSUP, MARYLAND 2 0 7 9 4 

AGENCY RECORDS INVENTORY j 
Instructions - TVDO or Print a separata form for each 
new or revised record series, forward with Record 

* Retention Schedule (DGS 5 5 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7 2 7 5 WATERLOO ROAD 
P.O. BOX 2 7 5 

JESSUP, MARYLAND 2 0 7 9 4 PAGE OF 

Jepartment/Agency 

DCA/Public Information 
2. Division 3. Unit 

-a 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4 Rocord Sorios Titfo 
PRESS RELEASES, PRESS ADVISORIES, PRESS TIPSHEETS 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the types of informationn/documents/lorms found In the series. Include the purpose or function of the series. 

Binders containing press re leases , press advisories and press t ipsheets 
w r i t t e n by and d is t r ibu ted by the Public Information Of f ice to mul t ip le 
media out le ts 

7 . Record Series Format(s) 

XXKetter Size • Microfilm 

• Legal Size 

• Bound Book 

3 Audio Tape 

D Other (specify) 

• Computer Tape 

• Floppy Disk 

• Video Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

JQX X Chronological 

• Geographical 

• Other (specify) 

9 . Volume 

1 - 0 0 
Number 

• File Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
XX?( Other (specify) 

10. Annual Accumulation 
• File Drawer(s) 
• Microfilm Reel(s) 

• Computer Tapefs) 
Number • Other (specify) 

11. File is Used 
X M Daily • Weekly • Monthly 

12. File Becomes Inactive After 
• Month(s) 

Number 
• Year(s) 

13. Current Location(s) (Bldg., Floor. Room) 

Carrol l Bu i ld ing , 1st f l oor 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or office) 
O Yes N o 

15. Access Restrictions • Yes X X t i No 
(If Yes, cite Law(s) & Regulation(s) 

16. Audit Requirements 

XX # N ° n s d State • Federal • Independent 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

• Yes X ^ X No 

18. Recommended Retention 

2 years then copy to CD's 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech. I I I 

20 Telephone Number 

410-313-2022 

21. Date 

March 8 , 1999 

25 

5 550-4 (Hev. 1/93) 
:jure 1 



Instructions - TVDO or Print a separata form for each 
new or revised record series, forward with Record 

* Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 

AGENCY RECORDS INVENTORY 
Instructions - TVDO or Print a separata form for each 
new or revised record series, forward with Record 

* Retention Schedule (DGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP. MARYLAND 20794 PAGE OF 

Jepartment/Agency 

DCA/Public Information 

2. Division 3. Unit 

-a 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 
PUBLICATION POLICY 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the' types of infomrtationn/documents/forms found in the series. Include the purpose or function of the series. 

F i l e Folder containing Howard County Government's Publ icat ion Policy 

7. Record Series Format(s) 

)CX letter Size • Microfilm 

• Legal Size 

• Bound Book 

1 Audio Tape 

• Other (specify) 

• Computer Tape 

• Floppy Disk . 

• Video Tape 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

• Chronological 

• Geographical 

• Other (specify) 

9. Volume 

2 . 0 
Number 

• R e Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Other (specify) 

Cabinet 

10. Annual Accumulation 
• Re Drawees) 
• Microfilm Reel(s) 

• Computer Tape(s) 
Number • Other (specify) 

11. Re is Used 
• Daily • Weekly XKK Monthly 

12. R e Becomes Inactive After 
• Month(s) 

Number 
• Year(s) 

13. Current Location(s) (Bldg., Floor. Room) 

Carro l l Bu i ld ing , 1st Floor 
14. Is Record Series Duplicated Elsewhere? 

(If yes. specify agency or office) 
XKK Yes • No 

Departmental D is t r ibu t ion 
: 5. Access Restrictions • Yes ^ No 

(If Yes, cite Law(s) & Regulation(s) 
16. Audit Requirements 

XXX None • State • Federal • Independent 

'7. Is an index System Used? (If yes, explain briefly and describe 
any hadware/software 

18. Recommended Retention 

Permanent 
• Yes XXX No 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech, 

i 550-4 (Hev. 1/93) 

r j r e 1 

I I I 

20. Telephone Number 

410-313-2022 

- 25 -

21. Date 

March 8 , 1999 



Instructions - Type or Print a snpsrata form for each 
new or revised record series, forward with Record 

* Retention Schedule (OGS 550-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE OF 

Jepartment/Agency 

DCA/Public Information 

2. Division 3. Unit 

-a 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. 

4. Record Series Title 
SIGNATURE AUTHORIZATION 

5. Earliest Year/Latest Year 
to 

6. Record Series Description (Briefly describe the' types of informationn/documents/fonns found in the series. Include the purpose or function of the series. 

F i l e Folder containing copies of authorized signatures for PIO documents 

7. Record Series Formats) 

X ̂ Letter Size •Microfilm 

• Legal Size • Computer Tape 

• Bound Book • Floppy Disk 

3 Audio Tape • Video Tape 

• Other (specify) 

8. Record Series Sequence 

• Alphabetical 

• Numerical 

yĴ X Chronological 

• Geographical 

• Other (specify) 

9. Volume 
• Hie Drawees) 
• Microfilm Reel(s) 

2 - 0 • Computer Taoefs) 
Number Xf i Other (specify) 

Cabinet 

10. Annual Accumulation 
• File Drawer(s) 
• Microfilm Reel(s) 

• Computer Taoefs) 
Number • Other (specify) 

11. R e is Used 
• Daily • Weekly • Monthly 

12. File Becomes Inactive After 
n Month(s> • Yean"s) 

Number 

13. Current Locab'on(s) (Bldg., Floor. Room) 

Carro l l Building 
1st Floor 

14. Is Record Series Duplicated Elsewhere? 
^ y e s ^ s p e d f y agency or^office) D e p a r t m e n t of Finance 

15. Access Restrictions O Yes X5()flo 
(If Yes, cite Law(s) & RegulatJon(s) 

16. Audit Requirements 

XtfXNone • State • Federal • Independent 

17. Is an Index System Used? (If yes, explain briefly and describe 
any hadware/software 

• Yes XXfl No 

18. Recommended Retention 

1 year then destroy. . 

Name and Title of Preparer 

Linda Brown 
Admin. Supp. Tech. I l l 

20. Telephone Number 

410-313-2022 

21. Date 

March 8 , 1999 

= i 5bO-4 (Hev. 1/93) 
gure 1 

- 25 -


